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Request For Proposals Solicitation Process Overview 

• Majority of the work processed by Central Purchasing falls under Texas Local Government Code 
252, Purchasing and Contracting Authority of Municipalities (see attached packet for relevant 
sections) 

• Requesting department determines a need and writes a draft scope of work and preliminary 
evaluation factors 

• If department determines that community involvement is needed, a public meeting is set up and 
a draft scope of work and evaluation factors are either sent in advance to community 
stakeholders or are available in the meeting 

• Department takes information from community input meeting and incorporates into scope of 
work and/or evaluation factors.   

• Department provides Purchasing Office with draft scope of work and preliminary evaluation 
factors 

• The scope of work and evaluation factors are reviewed by the Purchasing Office and the Small 
Business Resource Department (SMBR) before publishing 

• Solicitation must be advertised for a minimum of 14 days (including notice of the time and place 
at which the bids will be publicly opened and read aloud) once a week, for two consecutive 
weeks in a newspaper published in the municipality 

• Solicitation is published for the public for a set amount of time.  Questions asked during the 
solicitation process are answered via an addendum for everyone to see to ensure a level playing 
field 

• After the solicitation closes, the Purchasing Office reviews the responses to determine the 
responsiveness and responsibleness of Offerors.  Those offers that are deemed both responsive 
and responsible are then given to an evaluation panel for review.  Request for Proposals are 
awarded to the responsible Offeror whose proposal is determined to be the most advantageous 
to the municipality, considering the relative importance of price and the other evaluation factors 
included in the Request for Proposals 

• Purchasing Office reviews department recommendation and works with the department to draft 
RCA for Council approval 

• Once Council approves an RCA, the Purchasing Office finishes out the solicitation process by 
executing contract and collecting any remaining required forms 

 



 

 

The Request for Proposals (RFP) Process used by the City is governed by Texas 
Local Government Code chapter 252 and the Purchasing Office’s internal policy 
manual.   

 

1.  Chapter 252, includes the following requirements: 

SUBCHAPTER C. PROCEDURES 
 

Sec. 252.041.  NOTICE REQUIREMENT.  (a)  If the competitive 

sealed bidding requirement applies to the contract, notice of 

the time and place at which the bids will be publicly opened and 

read aloud must be published at least once a week for two 

consecutive weeks in a newspaper published in the municipality.  

The date of the first publication must be before the 14th day 

before the date set to publicly open the bids and read them 

aloud. If no newspaper is published in the municipality, the 

notice must be posted at the city hall for 14 days before the 

date set to publicly open the bids and read them aloud. 

(b)  If the competitive sealed proposals requirement 

applies to the contract, notice of the request for proposals 

must be given in the same manner as that prescribed by 

Subsection (a) for the notice for competitive sealed bids. 

(c)  If the contract is for the purchase of machinery for 

the construction or maintenance of roads or streets, the notice 

for bids and the order for purchase must include a general 

specification of the machinery desired. 

(d)  If the governing body of the municipality intends to 

issue time warrants for the payment of any part of the contract, 

the notice must include a statement of: 

(1)  the governing body's intention; 

(2)  the maximum amount of the proposed time warrant 

indebtedness; 

(3)  the rate of interest the time warrants will bear;  

and 



 

(4)  the maximum maturity date of the time warrants. 
 

Acts 1987, 70th Leg., ch. 149, Sec. 1, eff. Sept. 1, 1987.  

Amended by Acts 1991, 72nd Leg., ch. 109, Sec. 2, eff. Aug. 26, 

1991;  Acts 1993, 73rd Leg., ch. 749, Sec. 4, eff. Sept. 1, 

1993;  Acts 1993, 73rd Leg., ch. 757, Sec. 6, eff. Sept. 1, 

1993. 
 
 

Sec. 252.0415.  PROCEDURES FOR ELECTRONIC BIDS OR 

PROPOSALS.  (a)  A municipality may receive bids or proposals 

under this chapter through electronic transmission if the 

governing body of the municipality adopts rules to ensure the 

identification, security, and confidentiality of electronic bids 

or proposals and to ensure that the electronic bids or proposals 

remain effectively unopened until the proper time. 

(b)  Notwithstanding any other provision of this chapter, 

an electronic bid or proposal is not required to be sealed.  A 

provision of this chapter that applies to a sealed bid or 

proposal applies to a bid or proposal received through 

electronic transmission in accordance with the rules adopted 

under Subsection (a). 
 

Added by Acts 2001, 77th Leg., ch. 1063, Sec. 6, eff. Sept. 1, 

2001. 
 
 

Sec. 252.042.  REQUESTS FOR PROPOSALS FOR CERTAIN 

PROCUREMENTS.  (a)  Requests for proposals made under Section 

252.021 must solicit quotations and must specify the relative 

importance of price and other evaluation factors. 

(b)  Discussions in accordance with the terms of a request 

for proposals and with regulations adopted by the governing body 

of the municipality may be conducted with offerors who submit 

proposals and who are determined to be reasonably qualified for 

the award of the contract.  Offerors shall be treated fairly and 

equally with respect to any opportunity for discussion and 

revision of proposals.  To obtain the best final offers, 

http://www.statutes.legis.state.tx.us/GetStatute.aspx?Code=LG&Value=252.021


 

revisions may be permitted after submissions and before the 

award of the contract. 
 

Acts 1987, 70th Leg., ch. 149, Sec. 1, eff. Sept. 1, 1987.  

Amended by Acts 1989, 71st Leg., ch. 1, Sec. 56(c), eff. Aug. 

28, 1989;  Acts 1995, 74th Leg., ch. 45, Sec. 2, eff. May 5, 

1995. 
 
 

Sec. 252.043.  AWARD OF CONTRACT.  (a)  If the competitive 

sealed bidding requirement applies to the contract for goods or 

services, the contract must be awarded to the lowest responsible 

bidder or to the bidder who provides goods or services at the 

best value for the municipality. 

(b)  In determining the best value for the municipality, 

the municipality may consider: 

(1)  the purchase price; 

(2)  the reputation of the bidder and of the bidder's 

goods or services; 

(3)  the quality of the bidder's goods or services; 

(4)  the extent to which the goods or services meet 

the municipality's needs; 

(5)  the bidder's past relationship with the 

municipality; 

(6)  the impact on the ability of the municipality to 

comply with laws and rules relating to contracting with 

historically underutilized businesses and nonprofit 

organizations employing persons with disabilities; 

(7)  the total long-term cost to the municipality to 

acquire the bidder's goods or services;  and 

(8)  any relevant criteria specifically listed in the 

request for bids or proposals. 

(b-1)  In addition to the considerations provided by 

Subsection (b), a joint board described by Section 22.074(d), 

Transportation Code, that awards contracts in the manner 

provided by this chapter may consider, in determining the best 

value for the board, the impact on the ability of the board to 

http://www.statutes.legis.state.tx.us/GetStatute.aspx?Code=TN&Value=22.074


 

comply with laws, rules, and programs relating to contracting 

with small businesses, as defined by 13 C.F.R. Section 121.201. 

(c)  Before awarding a contract under this section, a 

municipality must indicate in the bid specifications and 

requirements that the contract may be awarded either to the 

lowest responsible bidder or to the bidder who provides goods or 

services at the best value for the municipality. 

(d)  Except as provided by Subsection (d-1), the contract 

must be awarded to the lowest responsible bidder if the 

competitive sealed bidding requirement applies to the contract 

for construction of: 

(1)  highways, roads, streets, bridges, utilities, 

water supply projects, water plants, wastewater plants, water 

and wastewater distribution or conveyance facilities, wharves, 

docks, airport runways and taxiways, drainage projects, or 

related types of projects associated with civil engineering 

construction; or 

(2)  buildings or structures that are incidental to 

projects that are primarily civil engineering construction 

projects. 

(d-1)  A contract for construction of a project described 

by Subsection (d) that requires an expenditure of $1.5 million 

or less may be awarded using the competitive sealed proposal 

procedure prescribed by Subchapter D, Chapter 2269, Government 

Code. 

(e)  If the competitive sealed bidding requirement applies 

to the contract for construction of a facility, as that term is 

defined by Section 2269.001, Government Code, the contract must 

be awarded to the lowest responsible bidder or awarded under the 

method described by Chapter 2269, Government Code. 

(f)  The governing body may reject any and all bids. 

(g)  A bid that has been opened may not be changed for the 

purpose of correcting an error in the bid price.  This chapter 

does not change the common law right of a bidder to withdraw a 

bid due to a material mistake in the bid. 

http://www.statutes.legis.state.tx.us/GetStatute.aspx?Code=GV&Value=2269
http://www.statutes.legis.state.tx.us/GetStatute.aspx?Code=GV&Value=2269.001
http://www.statutes.legis.state.tx.us/GetStatute.aspx?Code=GV&Value=2269


 

(h)   If the competitive sealed proposals requirement 

applies to the contract, the contract must be awarded to the 

responsible offeror whose proposal is determined to be the most 

advantageous to the municipality considering the relative 

importance of price and the other evaluation factors included in 

the request for proposals. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. We also have an internal policy manual which gives the following guidance: 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 

 

At this time, any type of Community involvement is done prior to the 
solicitation issuance.  This is done through stakeholder meetings, mail-outs etc. 
soliciting feedback in regards to items including the scope development, the 
criteria which should be evaluated, as well as the relative weight of the different 
criteria.  This allows the community input and values to be incorporated into the 
requirements and used by the City during the development of the solicitation and 
determining the recommended firm.  A procurement would have to be exempted 
from the procurement process (Texas Local Government Code chapter 252 and 



 

the Purchasing Office’s internal policy manual) in order for community 
involvement to happen during the solicitation process.  This would be done on an 
exception basis and the process would have to be developed specific to each 
situation. 

While there can be many unanticipated factors that affect the timeline, 
below is a general timeline for an average RFP: 

Cycle Times - Formal Solicitations (Business 
Days) 

 

 No Goals Goals 
Procurement Phase RFP RFP 

1. Pre-Solicitation (Requirements Development)     

Department determines a need     

Department provides RQS/RQM, draft specification/scope of work to Buyer. Buyer reviews/edits 
specification/scope/bid sheet for completeness and accuracy; works with department to create a final draft of 
specification/scope.  Buyer estimates solicitation timeline.  Buyer reviews risk assessment of project.  If found 
risk, Buyer contacts Contract Administrator for assistance. For RFPs, the Contract Administrator reviews scope 
of work and help assess and mitigate risk of project. When SOW/specification is final, Buyer submits goal 
determination document to SMBR for approval. 

14 14 

Standard SMBR timeline 7 14 

Buyer develops solicitation documents.  Purchasing Manager/Peer reviews solicitation package for 
completeness and accuracy. Buyer develops finalized solicitation timeline.  Buyer and department set up and 
schedule evaluation committee.  

14 14 

Pre-Solicitation Total 35 42 

      

2. Solicitation (Source Selection)     

Advertise solicitation online and newspaper.  If prebid/pre-proposal meeting held, the solicitation is published 
at least 28 days on the street. 35 42 

Solicitation closes. Buyer evaluate bids/proposals for accuracy and reviews bids for deliverables, exceptions, 
and responsiveness.  If needed, Buyer contacts vendors for clarifications. Buyer forwards responsive bids to 
department for review. 

7 7 

SMBR reviews 0900/Compliance Plans. 7 14 

Department reviews IFB /RFP-Evaluators review and Evaluation meeting 14 14 

If necessary, Buyer/Department develop interview questions, conduct an interview / demonstration 14 14 

Department provide award written recommendation and begins drafting RCA language 7 7 

Solicitation Total 84 98 
   

3. Post-Solicitation (Contract Authorization)     

Buyer/Contract Administrator submits RCA draft to department for final approval and to peer/team/manager 
for review.  Manager forwards RCA to Agenda Coordinator for review at RCA review meeting. 14 14 

RCA Presented and reviewed by Council 49 49 

Buyer/Contract Administrator collects all required forms, insurance etc. and executes contract 28 28 

Post-Solicitation Total 91 91 

TOTAL TIME 210 231 

 


